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HISTORY Columbus, OH 43211-2474 | DEC 11 2017

CONNECTION ,
‘ STATE AND LOCAL

RECORDS RETENTION SCHEDULE (RC-ZJ&/PAIH\T RECORDS

See Instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit (To complete this form online, use “tab” key to jump from box to box.)

Clermont County Auditor's Office
(Local government entity)

‘ % &:/AM LlndabL. Fraley Auditor B /0/5?(&/0‘?0/’7

($gnature of responsible official) (/ (Name) (Title) (Date)

Section B: Records Commission

Clermont County Records Commission (513) 735-8660
Records Commission (Telephone number)

289 East Main Street Batavia 45103 Clermont

(Address) (City) (Zip code) {County)

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. | further certify that our commission will make every effort to prevent these records
series from being destroyed, transferred, or otherwise disposed of in vioiation of these schedules and that no record will be knowingly
disposad-efwhich pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

' - (Z2-6-20107

= 7 :
Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

AN Ké;% Gt Becords Ardivist fo s

i Signatureﬂ Title Date

Section D: Auditor of State

/WW SWM | /2-29-17 |

Signature © . ‘ - Date

'Please Note: The State Archives retains RC-2 forms permanently.

It is strongly recommended that the Records Commission retain a permanent copv of this formiisz
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Form RC-2 | o o Page 20f 16.
Schedule of Records Retention and Disposition -~ = '

Section E: Records Reténtion Schedule

Clermont County‘Audltors Of'ﬂce_ .

(Local government ent:ty)

) : 2 @ - (4
..Schedule Record Title and Description Retention Period Media Type
Number SR - , o :
| _ ‘Migrate or maintain (
Annual Report of the State -as necessary until ‘
, Auditor's Examination no longer of - o
01-1A o . - . - | administrative, Paper/Electronic
Annual Audit Report of the County fiscal orlegal value
and Affiliated County Agencies | in paperlelectronlc
C T o ' | format -
| Annual Report of the State
. Audltor’s Examination . : ,
- 01-1B : Permanent Microfilm
’ Annual Audit Report of the County E ‘
and Affiliated County Agencies,
Appropriation Ledger- . o
01-2 Disbursements . .| 5Years Paper/Electronic
. (General Ledger, Auditor’ s Ledger) e ’ 2
. o1 Appropriation Ledger- Réceipt‘s ' v g e
; 013 (General Ledger, Auditor’s Ledger) 5Yeafs .PaperlEIet;tromc
- 014 Appropriation Resolutions | 8 Years PapngEIectfonic
. 01-4A Charge Backs of Election Expenses | Until Audited PaperlE!ectu%Hga
. ' i : - enca
Comprehensive Annual Financial | Migrate or maintain hav
Report (C.A.F.R.) (OAC 1 17-2-03) as necessary until ,
. - | no longer of - Audito
- 01-5A Popular Annual Financial Report "ad,ministrative,' B PaperlElectrm
' (PAFR) fiscal or legal value
‘ in paper/electronic rele
| Anhual Information Statement (AlS) | format ‘ Sec
Comprehensive Annual Financial - |
Report (C.A.F.R.) (OAC 117-2-03) )
01-5B Popular Annual Fmanclal Report Permanent M_icrofilm :
(PAFR)
Annual Information Statement (AIS)
01-6A Furtherance of Justice.Reporl:s 5 Years - PaperlEIecffoqic
Migrate or maintain
k o : - . | as necessary until -
Financial Statements for Affiliated no’longer of - -
01-7A" " | County Agencies (Park District, """ | admiinistrative, - Paper/Electronic
Health District, Soil and Water, etc.) | fiscal or legal value - C
: ; in paperlelectromc
g format Co

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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o S - Page 30f 16
. Schedule of Records Retention and Disposition -
Clermont County Auditor’s Office -~~~ SR P
{Local government entity) : . o, -
RUE . (2) _ @) . 4
" Schedule | - Record Title and Description Retentlon Period .| - Media Type
‘Number , S, : ’
: “Financial Statemenits for Affiliated | — ,
. County Agencies (Park District, o T AP
01-78 Health Dlstﬂct Soil and Water Perrnenent _ v : )‘Mlcroﬁlm N
etc) ’ ‘ "
. Monthly Fmanclal Statements . N
(Auditor’'s Monthly Statement of . i
County Finances; ORC 319.15) - -
a Outstanding Warrant (OSW) - Von, :
.01 8 | Report, Department Monthly 5 Years Paper/Electronic
Reports and Department Quarterly. |- , .t
Reports and Department Annual® " :
; Reports ,
o Pay-Ins To Treasury Records | P . .
01-9 (Pay-ln Fo rm s) . ‘: Years ) Paper[E!eefromc
Requisitions, Purchase Orders & | /o, . . . L
01-16 Re-enter Statements - 8 Years . ?aperlElectromc
‘ Treasurer's ﬁaily Sfatementleaily- I ,
‘e a Receipts Reglster/Revenue ;o P . - e
01-.17 ‘Reports or ' . 3 Yeare T ,.Pap‘.erIEIectrome ‘
TF-6 Reports . o '
S Software Security,'Authorizarion ** | 1 Year Provided - L R
01-19 and Workflow Documentation “audited ' Pap er/EIectronre
 01-20 Accounts Payable Inveices o ‘5Y'ea"rs>‘ . \ Paper/Electronic
. Accounting Journal Entries, ’ L oo
01-20A Transfers; and Budget S5Years .. - Paper/Electronic
Adjustments B R T
. 01-268 Payroli Journal Ent“ries - . Syears L ‘Pa,perIEIectroni.c
L '_v , ~ ' ’ . . i
0121 Warrants, Canceled\Paid (Vendor 8. 5Years' |, . .| PaperfElectronic
. Payroll) L .
0122 Warrant Register (Check Register) | 8 Years 2 PaperIElectronie '
CAFR, PAFR, AlS, and Financial -. N
Ca Reports of Affiliated County "l - e .
01-23 Agencies Journal Entries and_ ‘ 5 Yeers Paper/Electronic
Working Papers ‘ )
S 15 years after final I
01 -28 Bond Reglsters T maturity of, notes or. ) "PaperIEIectronic_
. sl "bonds R | TERETREREER
| L . Yo ~',).




‘Form RC-2

SE_:h'eduIe of Records Retentidh and Di'sposi'tio'n

Clermont County Auditor's Office -

Page 4 of 16

(Local government entity)

(1 , @) e () 4) g
~Schedule | Record Title and Description Retention Period Media Type -
Number | =~ < . ' .
E ’ - : U,ntil' Issue Is Paid- ~, ) ,
01-29 Bonds (Redeemed) Provid ed Audited PaperlEqutronlc
Inventories, Annual of County " S . . o
* | Property 3 Years Provided : -
01-33 (Inventories of Fixed Assets by " | Audited . Paeer/ Electronic
Department) . '
o ixa | W-9's, Vendor Affidavits, and © - | Until superseded or. | o o
'0_1 ."113 - | Vendor Supporting Documen‘tation abohshed ' - Paper/EIecgrqnlc
_ Unclaimed Monies Documentation | 5 Years After Paid ~ | * L
01-114 Including Voided and Relssued into Unclaimed, Paper/Electronic
Checks Monies Fund’ : ’
State and Federal Grant Reports, U . g
01-116. | Grant Agreements and Awards, ~ - | 5Years . + Paper/Electronic
and Project Requests N :
| Migrate or maintain .
as necessary until no |
N o | longer of - . , ‘ ‘
01-118A ' | Bond Transcripts "|-administrative, fiscal | Paper/Electronic
' : . or legal value in : : ‘
. ’ .paper/electronic .
‘ ) ) fqrmat
- 01-119B | Bond Transcripts | Permanent Microfilm
~ 4 N f’ )
01-121 BCC Cértiﬁcation Reports RS 5 Yeé‘rs" ; . Papgr[EIectronic
3 . >~ . )
4 Assigned Council/Appointed . .. . . s Lo
01-126 Council Fee Documentation 1 Year Aftﬁer,'Audlted. ?agerl;lectronlc
: . : 1 Year Provided N
01-129 Warrant Control Sheets , Audited PéperIElfectronlc
. . : ' 1 Year Provided ) - .
01-130 | Check Pick-Up Sheets Audited  ° . . .PaperIEIectromc
.| 1009s-and 1099 Chan g“ sand SRS N e
01 -131 working papers ) : 7 Years . PaperIEIectronjc

'SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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FomRC2 S Page 5 0f 16 -
Schedule of Records Retention and Disposition |

Clermont County Auditor’s Office

_(Local government entity) . ,
N R ) T @
Schedule Record Title and Description | Retention Period Media Type
‘Number : ' S T :

. Migrafe orimaintai'n
| as necessary until no
longer of

New Fund Establlshment administrative, fiscal 'PéperI\EIect_fonic

01-133A

'Documentation ~orlegal value in ...
paper/electronic
format
01-1338. New Fund Establishment - Permanent | " Microfilm’

Documentation -

‘ o - 5 years (As'setis>
014135 | Fixed Asset Acquisition Forms | Maintained in

Accounting System PaperJEletitromc
until disposed)
01-143 Work Orders 2 years after work \ Elet;tronic "
' _ | order is closed - .
: : ) B ‘Migfa'te or maintain
Payroll Records (Final Proof | as necessary until no
, Report, Payroll Earnings longer of - _ T
01-10A Distribution, Payroll Reports Year admmlstratlve, fiscal ' | Paper/Electronic’
) to Date, Poll Worker Payroll - or legal value in ’
Reports) : ] paperlelectromc
: T format
Payroll Records (Final Proof
N Report, Payroll Earnings . - T N -
01-108B | Distribution, Payroll Reports Year | Permanent - . | Microfilm
) to Date, Poll Worker Payroll S : -
. Reports) .
0149 | Time Entry Summaryand Detail " | yyeoe | papenErectronic |

Reports

Migrate or maintain
. as necessary until no
| longer of N v
administrative, fiscal | Paper/Electronic
or legal value in : C
paperlelectromc ,

P.E.R.S. Members Application For
01-12A Refund of Accumulated .
Contributions (Form A4, P.E.R. S '
Refund Appllcatlons) '

format
P.E.R.S. Members Appllcatlon For [
Refund of Accumulated | . S .
01128 | Contributions (Form A4, PERS, | Permanent .~ . Microfilm
Refund Applications) e s
- | Migrate or maintain : .
wrr e e s oo ] ASNECESSANY UNtilNO ¢
-longer of ' . o
01-14A PUb"c Employees Returemgnt administrative, fi spal | Papeér/Electronic

System Report -or legal value in

paper/electronic
. format

SAO -/LGRP-RC-2 (Part 1 & 2), Revised August 2014




Form RC-2~ ~ Page 6 of 16

Schedule of Records Retention end D.ispesition

v

. Clermont County Auditor’s Office -

(Local government entity)

()
Schedule
Number

R
Record Title and Description

- (3)
~'Retention Period

(4)
Media Type

01-14B

Public Employees Retlrement
System Report

—

Permanent

Microfilm

0115

Preliminary Payroll Proof Reports
and Entry Detail File Malntenance
Changes

1 Year Provnded'
Audited '

Paper/Electronic

01-24

Applications for empioyment
where applicant is not hired =~

2Years

Paper/Electronic

01-32

Employee Time Sheets and Leave :

Requests

>3 Years After End Of
Fiscal Year

 Paper/Electronic

01-36A

Personnel Payroll Files (All County
Employees) - Documentation of
Service Related to Payroll

- throughout the Duration of an - '

Individual’s Employment;
including Public Employees
Retirement System Reports,
Unemployment Documentation,
Retirement Waivers, Service

‘Record and Leave Balances

D
Migrate or maintain
as necessary until no

_longer of

admln[strative, fiscal
or legal value in
paper/electronic -

format

Electronic

-01-36B

Personnel Payroll Files (All Couhty
Employees) — Documentation of
Service Related to Payroll

throughout the Duration of an

Individual’s Empioyment;
including Public Employees
Retirement System Reports,
Unemployment Documentation,
Retirement Waivers, Service
Record and Leave Balances

60 yeare after
termination

Paper/Microfilm

01-110

Quarterly Reports from Deferred
Compensation Pians and 941’s

T Years

Paper/Electronic

01-111

Personnel Files (All County

Employees) — Auditor’'s ,
Departmental Documentation
throughout the Duration of an
Individual’s Employment NOT

RELATED TO SERVICE TIME. May

Include Application, Resume,
Earnings, Job Offer Letter,

Evaluation, Oath of Office, Training |-

Disciplinary Actions, Education,

| Withholdings, Garnishments and

Medical

3 yearé after .
termination

PeperIElectrenic

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014




FormRC2 - o T . Paée?oﬂs
Schedule of Records Retention and Disposition |

Clermont County Auditor’s Office

(Local government entity) : K

M - @) T @ (4)
Schedule Record Title and Descrlptron " Retention Period - Medla Type
Number ’ e ‘

* o, '

>

Income Tax Reconciliations

01-112 (School and Municipal) - - . .

7Years, ° _P‘aper’lElectro{tic

‘Worker Compensation Records ~° R T

| Includes reports and all non-, ' ' '
| medical documentationof . .| T
employee on-duty injuries “ - S

- 01-115 10Years - . Paper]Eledtronic

. | OBES Reports, Unemployment .’ L o [
01-132 Reports, New Hire Reports Sentto | 3Years, " Paper/Electronic

.

the State L R R L

P

.. .| Ohio Public Employee Retirement,
01-134; System Independent Contractor.
x ~ | Acknowledgement Forms

Until superseded or

| abolished T PaperlElectremc

. . ‘ .Migrate or maintainas™ - T »
e o T S ‘necessary until no’ v A
\ e - P longer of : s
,01-13_6A Emplpyee W2's - © | administrative, fiscal or PaperIEIectremc
' . "} legal value in
‘ ot paper/electronic for’rnat 1

01-136B Employe'eW2’ ‘ - ‘Pem‘aanen_t' ‘ | Microfitm

LN

Job Openings and Pendmg

01137 | Applncants 1 Year . . ‘-Pap'e_rlEIectromc
014142 | Benefit Selection Records s years - s Electronic
| », File With Contracts g

01-25 | Bids (Successful) - ' Retain 8 Years After- Paper/Electronic

Completion of

Contract _
' o . B , 2 Years After Lettmg
. 01-26 Bids (Unsuccessful). . ) I*of Contract PaperlEIectronch dite
' N ~ | until Issue Is Paid .
01-27 Bond Couports‘ : S - | Provided Audited . PaperlE_Iectromch
L 8 Years After N
01-30 Contracts (ORC 2305.06) Completion . PeperIEIectromc
. " | 1To 5 Years At The N :
01-31 Correspondence _ .. | Discretion Of Office Paper/Electronic
' ) Supervisor . .
ar . 30 Days After '
‘ 01-35 Obsolete Biank Fomls ‘ Obsolescence PeperlEIectromc
womr e e Record of Official’s Bond§'(ORC ;B.;Za’r;;\‘fﬁterB;n d B
01-36C 321.02; ORC 2305.12) Qopy of Expiration, Provided | Paper/Electronic
Surety Bonds Filed By County Audited ’ SRE i -

Officials

~

SAO-LGRP-RC-2 (Part' 1. & 2), Revised August 2014~~~ ,  *
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Form RC-2 -

Sehedule of Records 'Rete.ntion: an_d D‘ispOSition

Page 8 of 16

fCIermont County Auditor’s Offlce R

(Local government entity)

m @ e @
‘| Schedule | Record Title and Description | Retention Period ... Media Type -
- Number - “ [ I o - '
‘ . }- : ] ) “.
M , 10 Years After Bond
01-36D |, ggﬁ?jrsd of School Treasurer’s Expiration, Provnded Paper/Electronid ,ﬁft
. . 1 Audlted ' .
' - Driver Logs (Documents R . " ha
A a4 Departure and Arrival Time, L L .
01122 Activity and Odometer , 1 Yeal: - Paper/Electronjg,
Readirtgs) e i : ' 4 augi
- o U . “vel
v . . Se
| Real Estate Tax Settlements and e L. ,
01-53 Working Papers . A 10,‘Y-earis Paperl?lectromc
Personal Property Tax - . PR ) - e
01-70 _ Settlements and Working Papers 10 Ye ars P N Paper/E}et;tromc
R T i
-, | Estate Tax Settlements and . p T o . .
01-74 1 Working Papers R 10 Years ! Paper/EIectrome
Cigarette License Tax _ - S any - :
01-78B Settlements and Working Papers- 10 Years PaperIEIectromc
Mobile Home Tax Settlements e 2 .
- 01-84A and Working Papers | B 1,9_Year? ,EapetlEtectronlc
.| Other Local Money Distributions : o b :
) . .| including Local Government |, |, . . ! ) .
01118 Funds, Lodging Tax, and Motor 10 Years ,PaperIEIectrom’c
. Vehicle Tax and Working Papers
OGN ey "t
y ‘ A Migrate or maintain as: .
N . - ]
_ Budget Commission- Budgets :r:;:fg;y untif no . S
01-9¢'1A- (SBC):1 Iz:(ggrg‘;ls:::‘:lt )Vlllage, | administrative, fiscal or .Peperl’Electrothc
' P N | legal value in paper/
- . : electronic format
S Budget Commission- Budgets ' T >
\01-94B (By Taxing District: Village, .| Permanent Microfilm -
School & Township) : a0 : ’
Budget Commission- Certificates |- " .
- 01-95 of Estimated Resources 5 Yeers Paper/E]ectron:c
Migrate or maintain as
. _ _ | necessary until no e
: _— . - " | longerof . ; .
01-96A' Budget Commission Minutes administrative, fiscal or P‘aperIEllectrotuc
' legal value in paper/ ’
S U ﬂ.electronic‘format,-r . » e
. 01-96B Budget Commission Minutes "t | Permanent Microfilm .




Form RC-2

Clermont County Auditor’s Office

Schedule of Ré_cords’Retention and Dispositibn

Page 9 of 16

(Local government entity)

@)

(1) | @ E (@)
Schedule Record Title and Description - Retention Period Media Type -
Number : : ’ :
C ‘Resolution Accepfing Amounts , . :

01-117 | and Rates and Authorizingthe | 5 Years Paper/Electronic

' Necessary Tax Levies . s ‘ -
10-Mill Certificates — Completed for |
Any Clermont Government Issuing -

01-127 Debt to Ensure the 10-Mill 1 Year After Issued Papér/Electronic
Limitation for Property Taxes is : ' ’ ’
not Exceeded

“Migrate ot'maintain as
) . necessary until no )
. . longer of ~ - 1 i .
01-1 SA | Tax Levies (Tax Rates) . - administrative, fiscal or Paper/EIeptromc
legal value.in paper/ '
electromc format
. 01-18B | Tax Levies (Tax Rates) Per‘mahent' Microfilm -
Migrate or maintain as '
) necessary until no
. Abstracts of Dehnquent Tax (Real longer of s S
01-37A Estate) administrative, fiscal or- PaperlEleg:_tromc
legal value in paper/
electronic format
R Abstracts of Delmquent Tax (Real ' o e
‘01._ 37B Estate) ?_err_nanent | Microfilm
. : | Migrate or maintairi as
. Abstracts of Tax/Tax Assessment r::::rsz? until no S
e S tonam nume . | acmiitrativ, sl or | PaperElectroni
P y y legal value in paperi ‘
o L electronic format
Abstracts of Tax/Tax Assessment . - T . B
01-38B List (Real Estate, Exempt, Estate, ' Permanent - Microfilm Al
' Public Utilities, Money Abstract) ) : o
Addition And Deduction Lists S -hi
. (Adders & Remitters) (Computer 6 YearsProvided - ; iy
- 01 _39 Generated Record Of Additions And | Audited ngerlElectrom@
Deduction; ORC 319.39) : : a
T8

01-40 Addition/Correction Orders (Adders | 3years
and Remitters)

Annexation Records (ORC 709.06) L o

01-41 (Certificate of Annexation 10 Years Paper/Electronic
Proceedings) : :

Application For Deduction For i - ‘ .

0142 | Destroyed Property . ©. . .| SYears - Paper/Electronic

01-43 6 Years ~ | Paper/Electronic’

Application for Exemption

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Form RC-2 -

Clermont County Auditor’ s Offlce

Schedule Ofine.cords. Retention and Disposition

(Local government entlty)

[N ) , E) (4)
-Schedule | Record Title and Description Retentlon Perlod Media Type -
Number | - R _ s -
o Application For 2 %% Tax . ,
- 01-44 Reduction-On Home (2 V2% 3 Years . Paper/Electronic
: Reduction Applications) » o
Application For The Valuation Of ;
Land In Accordance With Its . ) !
; Agricultural Use Valuation (Form’ 1 Year After Recoupment » .
0145 | 109-A CAUV Renewal Provided Auditéd | Paper/Electronic
Applications) :
(ORC 929.02;"OAC 5705-5-05) -
Renewal Application For The - . f
. Valuation Of Land In Accordance . ‘a
‘ | With Its Agricultural Use Valuation | 6 Years Provided -
0146 | (Form 108-A CAUV Renewal Audited Paper/Electronicyg
Applications) : 8¢
{ORC 929.02; OAC 5705-5-05) - o
: ) | Migrate or maintain as
. | Assessment Lists (Real Estate :Le:ge :fz;y until no v '
~01-47A - g:;u::)ons For Taxation) (ORC | -administrative, fiscal o PaperlElectrsmc
legal valuein
o ‘ paper/electronic format
: Assessment Lists (Real Estate P
01-47B Valuatlons For Taxatlon) (ORC " | Permanent - . Microfiim
Speclal Assessments Records | . .
. (ORC 319.61) Including Sewer, - | . __: ' - .
01-48 Sidewalk, Street Lights, Street i:::s':n?xr;':izt Paper/Electronic
: Assessments & Public Water
Courses ‘ ‘
01-49 Building Permit Activity Reports | 1 Year PaperIElet_:tronic
i Forestry Program Records " . - , _
Y (Certificates of Classification of 3 Years After Removal o .
01-49A Forest Lands, Forestry : Form Program By PaperlEl_e_ctromc
Management Agreements) ODNR pecsrqﬁpatlon ' )
Forfeited Lands And Lots . o - : '
01-50 (Forfeited Land Sales, Forfeited | 21 Years .- Paper/Electronic
’ Land Lists)(ORC 5723.04) ’ A / » '
' Migrate or maintain as
Homestead And Disabled Hvsatid until no :
01-51A Exemption Applications (Retain TP : | Paper/Electronic
: M administrative, fiscal or | - " :
As Long As Applicant Is Eligible) legal value in :
paper/electronic format
Homestead And Disabled ‘ C o -
01-51B Exemption Applications (Retain | 80 years Paper/Microfilm
As Long As Applicant Is Eligible) : - -
Land Contract Records - - - SR :
01-52 (Permanent Record in the 1 Year After Filing Date | Paper/Electronic

County Recorder’s Office)

SAO-/LGRP- RC-2 (Part I & 2), Revised August 2014

Page 10 of 16




Form RC-2 Page 11 of 16

Schedule of Records Retention and Disposition

Clermont County Auditor's Office

(Local government entity)

(1) - " (2) 3) @
Schedule | - Record Title and Retentlon Perlod Medla Type
Number Description .
Reappraisal (Appraisal Cérds,
. Property Records Cards, Grid | - o
- 01-54 Cards, Appraisal-New 12 Years Paper/Electronic
. _~~ .. | Buildings) : . ‘
(ORC 5705-3-10)
01-55 Reappraisal/Triennial Work 3 Years Paper/Electronic
Papers ; .
"Retain Until 1 Year After R
" 01-57 Split Bills Information Recorded.On | Paper/Electronic
| Tax List (2 Years) ' ' :
| - " o Retain Until 1 Year After _ ‘
01-58 Split Duplicates - Information Recorded on- | Paper/Electronic
’ ’ ' | TaxList (2 Years) L S
Tax List-Delinquent Real
Estate y - PR
91—59 | (Delinquencies Recorded 2 Years Papgr{Electromc
Cumulatively) , )
Tax‘l..ist-Real‘ Estate (Tax . | Migrate or maintain as
Duplicate Book) - N _
(ORC 5719.04) (1892 Through necessary until nolonger { - . :
01-60A : , . - | of administrative, fiscal Paper/Electronic
, 2005 Tax Years On Fiche}) S
(2006 Through Current On or legal value in
Microfilm) paper/electronlc format
Tax List-Real Estate (Tax
Duplicate Book) ' ’
anR' (ORC 5719.04) (1992 Through -
01-60B". 2005 Tax Years On Fiche) . Permanent .Mlcrofilm_
(2006 Through Current On
R Microfilm) ’
- Transfer Records (Auditor’s _ .
Register Of Real Estate v ;
01-61 Transfers)—Record no longer I?ermane.nt PaperIMlcro/_fiI‘m
created Audited
Transfer Slips (Conveyance e . e . enc
01-62 Fee & Exempt Forms) 3 Years Prqv:dgd Audited PaperlElectrcﬁgil bae
. - ‘, - - = -. 214
\ Weekly/Monthly Real Estate | ..
01-109 Sales Report_ - 3.Years PaperlEIectrﬁld
, release
TIRC (Tax Incentive Review Migrate or maintain as Sec!
' ; Council) Minutes - Meets necessary until no longer -
01-123A | Annually to Review - of administrative, fiscal Paper/Electronic
... .| Businesses who are Recelvmg or legal value.in . '
a Tax Abatement {1 paper/electronic format.
TIRC (Tax Incentive Review g - '
- Council) Minutes — Meets - e R
- 01-123B Annually to Review Permanent Microfilm
Businesses who are Receiving ' o
a Tax Abatement ' X

SAO-/LGRP- RC-2 (Part 1'& 2), Revised August 2014




Form RC-2 Page 12 of 16

Schedule of Reco_rd's Retenl{ion' énd Disposition

Clermont County Audltor S Offlce

(Local government entity)

@

Taxes Delmquent

Ay @ - A T @
_ " Schedule “Record Title and Description Retention Period - Media Type.
| ‘Number T ‘ .
S ' Enterprlse Zone Agreements 6 Years After Expiration L .
(01124 and Reports S . | Date of Agreement PapgrlEIectromc_' .
: : N " , 1 Year After Property is . ”
01-125 Rental Prope'rty Regllstratlons‘ | Transferred v Paper/Electromc
Tax Increment Financihg 6 Yé:;_rs'éﬂer eipiratibri N e
:01'140 , Resolutionsﬁ . of resolution = - .-. |- Paper{_Elect;Pnlc
, . i} . Migraté o}i maintain as__ .
o Abstracts Of Delinquent necessary untiino | - | _
01-63A | Tax/Personal Property And longer of administrative, | Paper/Electronic
Classified : ¢ . « | fiscal or legal value in : f
‘ : paper/electronic format
| Abstracts Of Delinquent o . o
01-63B Tax/Personal Property And - Permanent Microfilm -
Classified IR g -
o Migrate or maintain as e
i "necessary untilno et
01-64A Q:’:t:%: :‘?rfalaﬁzzr::':::‘t List) longer of ‘administrativg, PaperIEIectrqnic
P . ) fiscal or legal value in : )
- paper/electronic format
Abstract Of Tax/Personal | o
01-64B Property (Tax Assessment List) : Pemanent . Mlcroﬁlm :
' Auditor's Tax List-Delinquent . | -~ = ' : :
01-65 Personal/inter-County (ORC 2 Years After Tax Paid , | Paper/Electronic
5719.04) . ' B C
Auditor’'s Tax List- ) *
01-66 Personal/Inter-County 2 Years Paper/Electronic
' (ORC 319.29; 5719.04) . s . :
e e Auditor's Tax List-Delinquent | ., .. - o o
. 01-67 Classified (ORC 5719.04) Until Tax Paid _~, . PaperlElect;gr?lc
. Personal Property Returns- . . . o
01-68 Taxes Paid (ORC 5711.11) 5 Years Paper/Electronic
(Retums Are Conﬁdential) R e o ’
01-69 personal PrOperty Returns- 5 Years After Tax Paid - - Paper/Electronic

'SAO-/LGRP- RC-2 (Part 1 & 2), Revised Augu'st'zolz;"‘, ' ..
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Schedule of Records, Retention and Disposition

Clermont Countv Audltor S Offtce

(Local government entity)

R @ e @)

Schedule | = Record Title and - -Retention Period . Media Type -
Number - Description o y 1 -

Application For Consent To
Transfer Property Or Other
Interest Of A Resident
Decedent (Consent To
Transfer Assets)

(ET Form 12)

01-71 5Years: | PaperElectronic

Estate Tax Determlnatnons

0172 | (ET Form 10)

‘5 Years After Last Entry | Paper/Electronic

Estate Tax Records

01-73 {Inheritance Tax).

5 Years After Last Entry | Paper/Electronic

" Estate Tax Transmittal e g - )
01-75 Sheets (ET Form 26) 1.YearAfter Filing S Paper/Electromc

Ohio Estate and Additional | 1 oo« o . 0
01-75A Tax Estimated Payment gp;cidA:csI?S:j‘i’tee?jt 1S Paqd, Papé'rIEIectronic .
Notice (ORC 5731.23) Provided Audited

Ohio Estate Tax Charge

01-75B | (Estate Tax Charge Slips, ET | Until Assessment is Paid,

Paper/Electronic |

Form 6: ORC 5731. 21) Provided Audlte_d .
Safe Deposut Box 1w C A ' . .
01-76 Inventories 1 Ygar After Filing | B Paper/Electronic
Al
Cigarette License - _ - . - h
a1 Applications (ORC 5743.15) I , :
01-78 (Duplicate Copy of License. 1 Year Pr_o‘wd_ed‘ Audlfeq_ PaperI'Electrom&
Attached) ' .
Y Report of Licensed Cig‘arette ol L o
01-78A Sellers (ORC 5743. 16) 5 Ygarg ‘ R PaperlEIectrom?
Dog And Kennel License N ST : S
01-79 Registers 2 Year§ Prowded' Audlted ‘ PaperIEIect_‘ronlc
01-80A Dog License Apphcatlons 1 2 Years .Prov‘ided Audited Paper/Electronic’

year

01-80B 3:; License Applications 3 | 4 yeoicopravided Auidited | | Paper/Eiectioric

: Dog License Appllcatlons R
01-80C Permanent, Dangerous & 15 Years T . Paper/Electronic
Service Dog '

SAO-/LGRP- RC-2 (Part | & 2), Revised August 2014 -
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Cow -

Clermont Countv‘Audltors Offlce -

‘(Local govemment entity)

Homes Sales Report

-.(1) @ o 3) R I )
Schedule | Record Tltle and Descnptlon - Retention Period - - - Media Type
Number . . s,
= " : ' ) Yy :
' L 7' C v 4
01-81, "| Kennel Licerise Applications’ | -2 Years Provided : 'PaoerlEIectroni ;
, o Audlted ST enco
Unused Dog & Kennel Llcense - '] Until Year of Llcense & &
. 01-82 | Tag is-Audited PaperlEIectromJ‘I ce
. . a
. :Migrate 'or r'ﬁaintaih as - — . R
: : .»*| necessary until no 4 - - S
01-83 | Abstracts Of Mobile Home Tax | 'on9erof - * | paperElectronic
: ) s administrative, fiscal.or T o
legal.value in ' ’ T
_paperlelectronic format
. 01"-83A Abstracts of Mobile Home Tax Per_r‘nanent ‘ Microﬁlrn ‘
: - N . Migraiteor maintaih a};‘ i
N Auditor’s Tax List-Mobile Home l’:f:::fz? until no : :
. 01 -84C %’LaxxYZl;‘r):‘gr:eF)uc(:?e? & Later administrative, fi scal or Paperlglectromo
legal value in ’
| _ .| paperfelectronic format
Auditor’s Tax List-Mobile Home | = : o
01-84D° | (Tax Duplicate ) (1993 & Later . - | Permanent Microfilm _
Tax Years On Fiche)
Application For Deduction for .o -, L
-01-102 | Destroyed Property (Moblle 6 Years Paper/Electronic
’ Home) _ e . o
. Conveyance Fee Statement of \ ) .
01-103 Value & Receipt 3 Years ’ Paperli%lectronlc,
Exemption From Mobile Home S N
01-104 Conveyance Fee Statements 3Years : PaperlElectromc
Manufactured Home Relocation | . v, . S
01-105 Notices 3 rea‘re . . PaoerlEIectromc
Migréte.or maintainas -
_necessary untiino '
.Mobile Home To Real Estate longer of .
(01-106A | Forms .administrative, fi scal or f’_e_perlElectromc
. : ‘legal value in ,
, -, | paperfelectronic format ’
-01-1068 | Hobile Home To .R.‘?ﬂEState ..|.Permanent. .. Microfilm - .-
orms : g . 3
01-108 Weekly/Monthly Manufactured 3 Years

Paﬁ»erIEleot__roni_c

' SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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- Schedule of Records Retention and Disposition

Clermont County Auditor’s Office -

_ {Local government entity) . ] L

M 1 @ @ ] @

. | Schedule Record Titleand . Retention Period | Media Type
Number - . Description R S

. »
. Regular Vendor's License . |2 Years After License = | ol
01-86 . | Applications (Copy Of - | Canceled, Provided - PaperIEIectronlc ; rd
- Vendor's License Attached) - | Audited ik h S

Regular Vendor's License r ) } g .

0?-8_7 Weekly Report 2 Years o El’ec.tro_m.c_ a

' * . ra
WEIGHTS? . o : S \
, : = 2Years, Provided Any | . —
01-88 | m:g;t: 08"1 ﬂzzz‘r’cﬁs ~ ' | Violations Have Been. . | Paper/Electronic
T Corrected T .
. s MI rate or maintain és
v Automatic Data Processing ‘neg essary until no longer )
01-8%A - f:\DP) Board of administrative, fiscal or “Paper/Electronic
nnual Reports And Mmutes legal value in I :
(ORC 307.84 And 3;07'8‘?5) paperlelectromc format
Automatic Data Processing ' s
RO (ADP) Board | par Co -
01-898 | Annual Reports And Minutes Pe""a"‘?",‘ R 1 EMlcroﬁ!m

(ORC 307.84 And 307.845) ) . S
Automatic Data Processing 2 Y e‘ ars - - , ’PapngEI ectronic

01.-90‘, (ADP) Board Request Forms .

BORRE

Migrate or maintain as
: - : : - | necessary until no fonger .| - .

01-91A | Board of Revision Minutes - | of administrative, fiscal or | Paper/Electronic
' o - legal value in X oo
paper/electronic format .

’

01-91B | Board of Revision Minutes .- | Permanent | . Microfilm

SAO-/LGRP- RC-2 (Part 1'& 2), Revised August 2014 - - L .
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(Local government entity)

) @ @) @
Schedule Record Title and Retention Period Media Type
Number ‘Description ' '
o Board of Revision Notices of _ o
01-92. | Appeal ) g:;::z: fter Appeal Paper/Electronic |
: (Board of Tax Appeal Cases)
© . on | Board of Revision Tax | 6 Years After Complamt ' .
;0183 Complamts , Resolved Paper_lEqutromc
o Vehicle Registration Records : . .
01-97 (Not Public Recor d) 30IMonths PaperIEIthronlc
; Driver License Records (Not { .
01-98 Public Record) 4 Ygars Paper/Electronic
Identification'Card (ID Card) = | g .
01-99 Records (Not Public Record 4 Years - PapgriEI?ctronlg
BMV Agency Records : X
01-100 (Correspondence and all 1 3 Years Paper/Electronic
’ other record categories) ‘ ) :
01-138 Historical Aerial Photographs 1 ‘Pem“\anentf Paper
01139 | Tax Maps Permanent Paper
Mapping System—Used to
, capture, store, manipulate, . Co . .
01-141 analyze, manage and present | Continually updated Electronic

types of geographic data

including aerial photos

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



